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GENERAL DIRECTIONS 


POSITION—Let the pupil sit before the desk in an 
easy, natural position and always in an attitude favor- 
able to full, normal respiration and circulation. Both 
feet should be placed under the middle.of the desk and 


' should rest squarely on the floor. Place the paper 
directly in front of the body so that its lower edge forms 
an angle of about 2 


hand should, when holding the pen, rest‘on the nails of 
the third and fourth fingers, with the penholder pointing 
in the direction of the shoulder of the writing arm. 
- Attention to these simple requirements at the outset 
will contribute much to success later and will aid the 
pupil in avoiding’ wrong habits cea once fixed are 
difficult to correct. 


STYLE—The present demand is that writing shall be 
done with a firm, uniform line, and that there shall be 


neither shading nor flourish. Writing of this sort isnot only _ 
more legible but is also more rapidly and easily executed, 


and is more pleasing to the eye. Pens with points slightly 
rounded are best adapted for this purpose as they pro- 
duce the required strength of line without pressure. 


SLANT—The slant of the writing of the Outlook 
System is 22} degrees (one-fourth of a right angle) to 
the right of a vertical. Pupils should be instructed to 
prepare a standard measure of slant with which to com- 
pare and correct their own writing, by cutting away one- 
fourth of a right angle from the upper left-hand corner of 
a card or paper. A simple means of correcting faulty 
slant in the pupil’s writing is to increase the angle of the 
Peeks with the ones of the desk if the writing is too 


24 degrees (one-fourth of a right 
angle) with the edge of the desk nearest the pupil. The ’ 


nearly vertical, and to diminish the angle if the writing 
has too much slant. | 


MOVEMENT —While the first writing of the pupil 
is done mainly with the thumb and the first and second 
fingers, this movement is inadequate for later use. The 
pupil should be led by instruction and practice on the 
exercises furnished to combine with it the power and 
freedom obtained by using the muscles of the forearm. 


Tracing the Movement Exercises with a dry pen, followed . 
by pen and ink in the Practice Books, and by writing 


crosswise a page already w ritten, as shown in the cut 
below, using a gliding movement, will be oo very 
helpful. 


FIGURE DRILLS—The Figure Drills are am euad 
to give ease and accuracy in all number-work, and as a 
supplement to the Movement Exercises. They afford a 


ready means for varying and adding interest to the 


routine of the writing period. Before beginning a 


Figure Drill instruct the pupils to neatly rule the writing 


page into columns or squares as required by the copy; 
then let the pupils write from dictation, the teacher 
pronouncing the number, slowly at first, but gradually 


| increasing the speed as the year advances. 
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PLAN OF WORK 


THE OUTLOOK WRITING SYSTEM—The material 


of thé Outlook Writing System is published in two 
forms: as a series of Writing Books, seven in number; 


and as a set of seven Outlook Envelopes, to be used with 
the Outlook Practice Books-or with practice paper. 
The copies contained in the envelopes, Nos. 1, 2, 3, 4, 5 
and 6, are identical, grade for grade, with those in the 
corresponding numbers of the writing books. Outlook 
Envelope No. 7 contains a set of graded Movement 
Exercises for use in upper grammar grades and in the 
commercial departments of high schools. 


~ FIRST. GRADE—During the first -half-year the 


writing of the pupil should be done with crayon on the , 
These 


blackboard, from copy written by the teacher. 
lessons may incl de, besides the simpler letters of the 
alphabet, the free 1and drawing of plane figures, such as 
ovals, circles, paralleloprams, etc. For the second 
half-year the pupils should be provided with Practice 
~ Book A and a very soft lead pencil, The. work, of 
establishing the correct forms of the < nall letters should 
be carried on step by step, from the simple forms of 2 and 
u, to the more difficult loop letters, such as /, h, q, and 7. 


SECOND GRADE—Writing Book (or Outlook Envel- 
ope) No. I; Practice Book A. First Week: Five lines of 
page one. This will involve considerable work at the 
board by the pupil and the avetage equivalent of twenty 
lines in the Practice Book,. Second Week: Complete 
page one and two lines of page two. The amount of 
practice-writing necessary will vary with the diferent 
pupils; but should be from two to four times the amount 
accepted by the teacher and written in the writing book. 
Third Week: Three lines per day. Fourth Week, and 
_ thereafter: Four lines of finished and accepted writing 
each day. Begin each recitation with a short preliminary 


drill on the movement exercise of copy 24, using a dry 
pen only. 


THIRD GRADE—Wnhiting Book (or Outlook Envel- 
ope) No. 2; Practice Book A. First Week: page one 
of the writing book. Second Week: page two. Third 
Week, and thereafter: four lines daily. Give constant 
attention to the position of the body, hand and _ pen of 
the pupil, to the end that only mght habits in these’ 
particulats shall be natural. | 


FOURTH and FIFTH GRADES—Writing Books (or 
Outlook Envelopes) Nos. 3 and 4 respectively; Practice 
Book B. Follow the general assignment of work for 
Third Grade, but mcrease the amount of practice- 


| writing, with special stress on figure drill and move- - 


ment. Aim to secure an easy, relaxed movement of 
finger and hand and to avoid all gripping or tight- 


| holding cf the pen that results in cramp or fatigue. 


SIXTH and SEVENTH GRADES—Writing Books 
(or Outlook Envelopes) Nos. 5 and 6, respectively; 
Practice Book €. As more practice is necessary at the 
beginning of these books, the first week should be given 
to page one; thereafter three couplets i.e. six lines, 
should be completed daily. In executing the movement 
exercises do not attempt to secure a whole-arm move- 
ment, but rather a combined finger and forearm motion 
that shall result ina rhythmic glide. 


EIGHTH GRADE—Writing Book No. 7; Practice 
Book D. , The lessons of this number will, on the average, 
require three days each. Begin with two days careful 
practice of lesson one. At the end of that time probably 
more than one half the class will be prepared to enter 
their work in the writing book. While they are doing 


this the teacher should give attention to the less pro- 


ficient pupils, advancing them to the writing book as. 
rapidly as they are qualified. The movement exercises 
in Outlook Envelope No. 7 should be used frequently in 


| connection with the writing lessons of this number. 
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